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E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  rl N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  

What is the function of the office in which this record series is created? 0 .  

The Office of School Administrative Services supervises allotments and payments 
of *education funds to local systems under MFPE law and some federal programs. 
The Office of School Administrative Services administers standards for schools 
and systems, Shared Services Projects, the e'chool building, school nutri'tion 
program and textbook programs, public library services, food distribution, the 
school transportation and surplus property programs. 
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1. This file contains the following documents' (include form numbers and titles, if my, 
and file arrangement 1. 

See attached 
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YES ,NO QUESTIONNAIRE p i a c .  *I- I .  th. p,oper i f  a n s w e r  I?  IS:' ple.mr e x ~ > . l n  

[ I  [ I  
[ I  [ I ,  
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13. Is t h i s  t h e  Record Copy of t h e  se r i e s?  

14.  Is the re  a duplication of  t h i s  series i n  another o f f i c e  o r  &en$? 
i 

._ . ' . .  
15. Is the  i'nformation contained i n  t h i s  s e r i e s  ever s u h a r i z e d  or published? ~ [ 1  [ I  

Attach copy of summary o r  publication. . .  
16. Does the  se r i e s  contain c l a s s i f i e d  information: requiring secur i ty  h a n v i n l ?  [ '1 .' [ ] 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  ~'&d procedures?:. . -[ I . [ ] 
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18. Could the f&ction.be per'formed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ I  [ I  

19. Is the  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes ,  why? [ I  [ I  

20. Does the  record s e r i e s  provide data as input t o  an EDP f i l e ?  [ I  [ I  
21. Does the  record se r i e s  contain documentation produced as EDP pr in tout?  1 1  [ I  
22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- . [  3 [ ] 

s i t i o n  of  these f i l e s ?  
. 
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23. Will ' . ther& be a,  need for thege: recoras 10; ~9 years from'.now?~I'f_ yes ,  .what? , .  
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24. REQUIREMEVTS. - p e ,  l loying requires the f i le ,s  t o  be keptsee attacheiyears : F-'? 
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LAW LIMITATION PERIOD LAW D'Z C 1 S I OiJ VALUF: 
(Ci te  Law, S ta tu t e ,  or other reason f o r  t'he retentiow requiremmt)  

_ _  
2 5 .  AGENCY RECO/#ENDATION$. This ngency recommends tha t  the f i l e  s e r i e s  be cut off  a t  the end- 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -$]OTHER See atfached - ,then : 

[ ] Hold i n  the  current f i l e s  area I ' month(s)/ yea r ( s ) :  
[ ] Transfer t o  [ 1 Sta t e  Records Center [ 3 Local Holding Area; hold y e a r ( s ) :  
[ ] Destroy. 
[ ] Transfer t o  S ta te  Archives f o r  permanent re tent ion.  
[ 3 Destroy immediately a f t e r  cut-off. 
[ 3 Other: (Specify) 

( Indica te  b r i e f l y  ra t ionale  for  recornendations above/or wr i t e  addi t ional  r e m a r k s )  : 



SCHOOL FOOD P R I C E  P O L I C Y  F I  LES - Cutoff a t  :the' end of each "-'" Documents r e l a t i n g  t o  t h e  establishment f i s c a l  yedr;  then,  hold i n  
of po l i cy  f o r  t h e  gran t ing  of reduced t h e  cur ren t  f i l e s  a rea  f o r  
p r i c e  o r  f r e e  meals f o r  e l i g i b l e  s tuden t s ,  1 year ;  then ,  t r a n s f e r  t o  
by l o c a l  school  systems. : t h e  S t a t e  Records Center f o r  

Included a r e  (1) Policy Statement f o r  3 years ;  then,  des t roy .  
Free and Reduced Price Meals, (2) Approval 
of Policy f o r  Free and Reduced Price Meals, 
(3) Amendment t o  Free and Reduced Price Meals 

F i l e s  a r e  arranged a lphabe t i ca l ly  by school  
Policy.  

system. 

74 -1q 7 SCHOOL FOOD SERVICE FEDERAL REPORT FILES 
Documents r e l a t i n g  t o  t h e  r epor t s  required 

by t h e  Federal  Government on p ro jec t s  r e l a t i n g  
t o  t h e  Child N u t r i t i o n a l  Program. 

School Food Serv ice  Operations and Schools 
Without Food Service), (2) FNS-13 (Annual 
Sta,tement of Income and Expenditures (National 
School Lunch Program), 
Feeding Report (C i t i e s  with Populations of 100,000 
and Over), (4) FNS-28 (Monthly Report of Spec ia l  
Milk Program), (5) FNS-47' (Annual Report of 
School Food Serv ice) ,  
ance Program Annual Report of Operat ions) ,  
FNS-87 (C iv i l  Rights Compliance Review (Public 
Schools) ,  (8) FNS-87-1 (Civ i l  Rights Compliance 
Review (Service I n s t i t u t i o n s  and Non-Profit P r iva t e  
Schools),  (9) FNS-360 (Program Outlay Report) 
and (10) FNS-373 (Let te r  of Credit/Report (Child 
Nu t r i t i on  Programs). 

F i l e s  are arranged by t h e  type  of r e p o r t ,  and 
thereunder  chronologica l ly  by d a t e  of t h e ' r e p o r t .  

Included a r e  (1) FNS-10 (Monthly Report of 

(3) FNS-24 (City School 

(6) FNS-64 (Non-Food Assist- 
(7) 

Cut o f f  at  t h e  end of each 
f i s c a l  year ;  then,  hold i n  
t h e  cu r ren t  f i l e s  area f o r  
1 year ;  then,  t r a n s f e r  t o  
S t a t 6  Archives f o r  permanent 
r e t e n t i o n .  

SCHOOL FOOD SERVICE TRAINING FILES Cut o f f  at  t h e  end of each 
f i s c a l  year ;  then,  hold i n  

performance of school  lunchroom personnel ( l oca l  t h e  cu r ren t  f i l e s  area f o r  1 
Systems) i n  courses  pe r t a in ing  t o  t h e  development year ;  then,  t r a n s f e r  t o  t h e  
of  s k i l l s  necessary f o r  t h e  most e f f i c i e n t  and S t a t e  Records Center f o r  t h r e e  
p r a c t i c a l  opera t ion  of a school  lunchroom, and years ;  then,  destroy.  
the  r e l a t e d  admin i s t r a t ive  papers f o r  the course. 

(2) Form GAP-4 (APPLICATION FOR SCHOOL LUNCH 

Documents r e l a t i n g  t o  t h e  at tendance and 
~ W Y O  

Included are (1) Form GAP-5 (ATTENDANCE REPORT), 

TRAINING),  (3) Form GAP-9 (REQUEST FOR PAYMENT OF 
INSTRUCTOR), (4) Form GAP-3 (APPLICATION FOR COURSE 
APPROVAL), and (5) GAP-7 (FINANCIAL REPORT OF 
TRAINING). 

F i l e s  are arranged chronologica l ly  by d a t e  of  
course. 



SCHOOL FOOD SERVICE TRAINING CARD FILES 7r4 - ru9 
School Food Service Personnel (Local 
Systems) have completed. 

upon termibat*ion of ernp loyrnent 
remove cafid from fi'le and place 
in inactive file; cut o f f  inactive 
file at the end of each fiscal 

Documents relating to the courses that 

Included is Form GAP-10 a 5x8 card listing : Year; hold i n  current files area - 
the courses that a school lunchroom employee . ~ 

has completed. 
Files are arranged alphabetically by school 

system, and thereunder by the employee's name. 

SCHOOL FOOD SERVICE PROGRAM REVIEW FILES 

Food Service Consultants of participating schools 
in a School Food Service Program (A review is 
required to be made every three years). 
Included are (1) Administrative Review, 

(2) Lunch Analysis, (3) Section 11, Admini- 
strative Review: Pricing and Free and Reduced 
Price Meal Policy and Practices, (4) Corre- 
spondence between the consultant and school 
officials concerning the review of the school. 

of the school systemmd thereunder by the name 
of the school. 

7q - I s b  Documents relating to the review by School 

Files are arranged alphabetically by the name 

74- is\ SCHOOL FOOD SERVICE PROGRAMS APPLICATION FILES 
Documents relating to the application of 

local school systems to participate in the 

School Breakfast, Surplus Conmodities, or 
9 $ School Food Service Programs (School Lunch, 

$ f' Special Milk Programs). 
Included are (1) GA. SFS-S(A) Schedule A, 

(2) GA. SFS-S(C) School Food Service' Program 
Agreement, (3) GA. SFS-5 School Food Service 
Application. 
Files are arranged alphabetically by the 

name of the school system. 

74-152 SCHOOL FOOD SERVICE COST COMPUTER PRINTOUT FILES 
Documents relating to the monthly summa- 

ries of cost incurred by individual schools 
participating in either the School Lunch 
Program or the Breakfast Program. 
Printout for each month contains the 
previous months information, along with 
the current monthb information. 

out for School Lunch Program (2) SLO34-01 
Monthly Printout for Breakfast Program. 
Files are arranged alphabetically by the 

name of the school system and thereunder by 
the name of the school. 

The 

Included are (1) SLO30-01 Monthly Print- 

i 

5 years; then destroy. 

Hold in the active file for 
three years or until completion 
of next review, then, place in 
inactive file; cut off inactive 
file at end of each fiscal year; 
then, hold in CFA for 1 year. 
Transfer to Records Center for 
one year then destroy. 

When application, agreement 
and/or "Schedule A" is superceded or 
obsolete, remove from the active 
file and place in the inactive 
file; then, cut off the inactive 
file at the end of each fiscal 
year; then, hold in the current 
files area for 1 year; then, 
transfer to the State Records 
Center for 2 years; then, 
destroy. 

Cut off monthly; hold until 
superseded; then, destroy; 
with the exception of the 
final report for the school 
year; cut off at the end of the 
fiscal year, then hold in the 
current files area for 1 year; 
then, transfer to the State 
Archives for permanent reten- 
tion. 

. 



7% - 1 53  ITINERARY FILES Cut off aq th'e end of each 
calendar iear, then hold in 
CFA for 6 'months then destroy. 

Documents relating to the proposed working 

Included is a weekly itinerary showing the 

Files are arranged alphabetically by employee 

schedule of School Food Service Personnel. 

schedule for the employee. 

and thereunder chronologically. 


